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INTELLOPAX REFERENCE GROUP (IRG) 4
(References are to the Tndellofax Menusl, 1960)

There 1s an essentisl unity of thought in the selection of codes

and interpretation of the tuestion, The JRG functions smoothly when
there is mutusl acceptance of the judgments and tasks to be performed.
The special skills of the raference officer, the document analyst,
and the machine systems procrammer are relevant to the problem of
helping a requester to use the Intellofax System. The following
responsibllities are intended to clarify the role of each menber

of the IRG. (Chepter 1, p. 6)

Library Responaibilitx

1. The IRG is under the administrative Jurisdietion of Librery/Reference.

2. The senior member of the IRG will be responsible for the interpretation
of requests and for deteérmining the extent to which the Intellofax
System may be appliceble. i

3. The senior member of the IRG ia responsible for determining the
order in which requests will ba submitted to the Machine Division
and for indiesting degree of wgency. Time commitments will not
be made on crash pricritories Wwithout determining from the Machine
Division how long the reguest will take for processing. Requests
that are iikelv to place’ imusual demands on the Machine Division
will be discussed with the Machine Division representative to +he IRG.

Document Division Responsibilities

1. The represertative of the Analysis Branch is responsible for final
determination of those eedes whtch will be forwarded to the Machine
Division for retriewml, If necessary, this representative will
consult appropriate Analysis Breach authorities for correct input
procedure and/or interprétation, {(Chapter VI, p.k, p.6)

Prompt notification to IHG of adontion or modification of rules or
tools affecting eoding operations.

e)

3« Any coding errors which dppear on cards (0ld or nev system) wiil be
corrected by the Analysis Branch representative and returned to the
Machine Division. '

Joint Library end Document Divigion Resmonaibilities

Lo A1l runs will be checked for coding by both a Library member and
the Analysis Branch representative » whenever possible. Index searches
mst be written in accoréance with coding rules published in Chapter
IX of the Manual and with' general policies of the Document Division.
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2. When a requester visiis the IRG in persom, his problem will he
considered by both a Library and an Analysis Branch member.
- {Chapter VI, p. 3) i

3+ Promptness in servicingz a rdquest is a continuing goal of the IRG.
Requests will be handled acdording to established priorities and
normelly a request will be doded and forwarded to the Machine
Division within 8 working hours after receipt of request.

L. Dictionary support wil. be shared jointly by making full use of
entries and by recommending new or amended entries based on retrieval
needs. (Chapter VI, p. 4, p. 6) ,

5. Screening of cards will be shared equally by all members of the IRG.
To prevent unnecessary overlap of searches and excessive damage,
cards swaiting action by requester or IRG will not normally be
kept out of :file for move thén 3 working days. In order to
facilitate return of ¢irds, the IRG may request the Machine Division
to prepare a cut card ist from which further screening will be
made,

6. Bookkeeping duties (e.. receipt, preparation of tapes for trans-
mittal) will be shared. :

7. The desk will be manne: by at least 1 member of the IRG during
coffee break_s and iunc): hour.

D. Machine Division Responsibilities

Format, symbology, and the programming of file searches arae
responsibilities of the Machipe Division. The MD member of the
IRG advises on their avplication t~ the preparation of search
requests.
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